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Power Point Project Directions

1) Double click on Microsoft Power Point Presentation icon.

2) Check “template” and “ok”.  Make sure that the top left tab “General” is active (default) and choose a design.  Keep in mind that a presentation will be made with the design and it will need to be easily read.  Click OK.

a) Layout choices will show on the next screen.  Choose the top left one for the title page (double click or press “ok”.

3) Click on the top box and type the title.  Press tab key or move cursor and left click to go to the next area.

4) Formatting:Print Type

a) Choose the type of font, size, style or color, highlight the text can be changed by clicking on “format”, “font”, then, make the changes. Click on “ok”.

i) Like word, Ctrl-B is bold and Ctrl-U is underline.

b) The print can be centered or right or left justified.  Like word, CTRL-E is centered, CTRL-L is left justified.   At the top, right side of the tool bar, next to U are the icons.

5) To save a picture or clip art from the Internet.

a) Give a single right click on the image and click on “save picture as.”  Name the file something similar to what the picture represents. Click on the down arrow to find the correct folder to save your file.  Place these files in the network hard drive.

b) Connect to the internet. www.altavista.com and google.com are great search engines that have neat images.  Save all images on the network hard drive.

6) To insert pictures click on “format”, “Pictures”, “From File..” then go to the directory with the picture or clip art file.  

a) Notice that you can move the entire picture within the Power Point slide by clicking on the clip art or picture and the holding down the click and dragging the picture to the desired location.

b) A picture or clip art can be enlarged or shrunk by clicking on the picture and dragging one of the four corners.

c) To get rid of the clipart click on the clipart and white  squares will appear around it.  Press “Delete” key.

7) Insert Sound or Video Clips

a) Sound or Video Clips may be added from the Internet.   Right click on the file the click on “Save Target As”.  Save the file on the network hard drive.

b) To insert the sound into the presentation click on “Insert”, “Movies and Sounds”, and “Sound from File”.  Change the directory to the network hard drive, select the saved sound file and click “ok”.

c) Warning:  Sound Files ending with .wav or .mid will play easily.  In order to play some files the computer must have specific programs installed on it.

d) Warning:  Video Files with .avi will play easily.  In order to play some other files the computer must have specific programs installed on it.

8) When finished with this slide, click on “insert” and “new slide”. Once again, there will be 12 choices for the layout. Choose a layout for this slide. Follow #3-6.

9) Animation of Presentation 

a) Each script or object can move or have sounds! 

b) Slides can be on a timer or manually click to go to the next slide in your presentation.

c) Experiment with this for one slide to get the hang of it.

d) Keep in mind though, less is more! The goal of Power Point is to present your project in an easy to understand, colorful fashion. Do not spend a lot of your time on animation.

e) For the desired slide, click on the script or picture so that you see the white squares surrounding it. Then, click on “slide show” and “custom animation”. Check the box for the script or object that you want to animate first.

f) For the entire slide show.

i) Click on “View”, “Master”, “Master Document”

ii) BE CAREFULL!!!!  Every change made here will effect EVERY page in the slide show!!!

iii) Right click on one of the text areas.  Choose “custom animation”.

iv) When finished click “ok” and then click “close” on the Master toolbar.  

10) Save the file.

a) Before going too far in the development of the PowerPoint presentation stop and save the file.

b) Click on “file”, “save as”, and then choose the network directory.  Determine an appropriate file name. and click “Save”.

c) Periodically after that press the disk icon on the toolbar to save the current version of the file. 

11) Anytime while you are making slides, animation and/or add sounds text, clipart, word art, pictures and video clips may be added. Just follow the procedure.

12) Continue adding slides until you have answered all the questions on the “Project Introduction” ditto. Refer to the completed work from Inspiration and the chemical pamphlet in MS Word 2000 as work progresses on the Power Point presentation. There should be no less than 10 slides!   Don’t forget to save your work!!! (
Grading Rubric for Element/Compound Power Point Project

(Counts as one of three portions, 100 points, of a 250 point test grade!)

Content:





Points:

Based upon the Introduction to Project handout.


__________


28 Points

Following Outlined Directions:




Points:
· During 1 day in Computer Lab, worked on project
(6 pts)
(Power Point) seriously
· Use of font size and style, subscripts and superscripts.
(6 pts)

· Use of clipart.
(6 pts)

Animation:

· 1.) movement
(3 pt)

· 2.) sound.
(3 pt)

· Use of graphics: pictures and/or video clips
(6 pts)

· Minimum of 3 resources listed as hyperlinks.
(6 pts)

· 10 slide minimum.
(6 pts)


42 Points

Easiness to Understand:
Points:
· Spelling
(10 pts)
· Grammar/sentence structure.
(10 pts)
· Layout/organization/neatness.
(10 pts)

30 pts

Total Points:
        100 pts possible
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